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OFFICE OF TRAINING

OPERATTIONS SCHOOL

Headquarters Training

RECORDS OFFICERS COURSE NO. 27 (ROC)
2k - 28 August 1964

Room- AA-1.3 Hesdauarters

STUDENT OBJECTIVES

1. To learn the role that records play in the discharge
by the Agency of the respounsibllities inherent in
the Agency's mission.

2. To gain au appreciation of records and proper rec-
ords management in the successful performance of the
Agency's mission,

3. To understand the inter-relationships between the C3
mlission and records and to sharpen judgment in the
handling and disposition of records.
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S RECXET

~ CONFIDENTIAL

0830 - 0900 Reglstration and Administration

Monday, 2k Avgust 106k

0900 - 0930 ¢S Mission and Recoxds

o9k0 - 1110 The Records Officer and His
Responsibilities

1120 -~ 1300 Records Terminology

Tuesday, 25 August 196

0830 -~ 0900 Reading

0900 - 1000 Interagency Source Reglster (ISR)

1010

1200 RID Responsibilities in the CS
Records System

1210 - 1300 Review, Analysis, Classification
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Wednesday, 26 August 106L%*
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0830 ~ 0900

0900 ~ 1010

1020

1050

1100 - 1300

Reading

The 201 System

Sensitive Documents

Destruction Proceduraes and
RC Responsibilities

Thursday, 27 Auvgust 1964

0830 ~ 0900
0900 - 1150
1200 - 1300

Reading - Submit Questions
for Question and Answer Period
on I'riday

Handing of Recoxrds at the
Headguarters Desk, Including
Destruction

Introcduction to Practical
Ixercises

CONFIDENTIAL

-3 -

s EL;;;Rfmrﬁ?

.

ARy
[rovee

Approved For Release 1999/09/10 : CIA-RDP78-04305A000100100002-7



25X1A

Approved For Release 1999/09/10 : CIA-RDP78-04305A000100100002-7

sm
Friday, 28 August 106k CONF!DENTIAL 25X1A

0830 ~ 1030 Practical Exercise - Destruction

w0 - 130 |

1140 - 1230 Question and Answer Period - Panel

1230 - 1300 Final Administration

¥Students who have not teken the RID Tour are reguired

to do so on Wednesday, 26 August 1964, The tour will
be conducted Ffrom 14%00-1600 hours and will start from
this classroom prowptly at 1L00.
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